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[bookmark: _Toc456901515][bookmark: _Toc36139531]Introduction 
Here, we will discuss employability skills that are essential for my journey to progress from my current job role as an Administrative assistant to an Executive officer. 
      My present day’s work consists of processing forms accurately and working to a daily target, the higher grade is a junior managerial role which includes leading, communication and making effective decisions. 
I have now enrolled on this course to help me improve my employability skills for the future.
     Communication is one of the main attributes in the workplace, it is extremely important that the communication taking place is effective. Messages should be transferred correctly, different types of communication are needed in different situations, written communication skills are needed when communication through writing, this can include emails and letters Nevertheless general communication skills are utilised with all types of communication.

     The following headings will consider where I am, where I want to be and the direction, I need to take to achieve my goal. 
The following are the key duties involved,
• Effectively lead and manage your team to deliver desired business outcomes, 
• Organising work schedules/resource/staff to achieve agreed performance targets 
• Build positive working relationships in order to maintain and improve customer service 
• Helping others understand change and the effect it is going to have on them. Leading them through it in a positive and constructive way. 
• Working with a team to identify and implement better working practices, promoting a culture of continuous improvement in your team. 
• Identifying gaps in your own and your team skills and knowledge, seek out learning opportunities and support the development plans of your team.                                  (Civil Service Jobs, 2020). CV Appendix 1.
          




Self-evaluation
Understanding my strengths and weak points in the workplace will help me improve skills needed for the managerial position. As a mature student I left school in the 70’s with no qualifications and for the past eight years I have been working as a clerk processing driving licence documents. I started in the vehicles department and changed direction to drivers, where the same skills are needed for both sections.    
          I have a one to one meeting with my manager every month to appraise my work, performance and conduct, presently based on my records I am exceeding targets and performance margins, I have an understanding of my key tasks, priorities and the purpose of my work. 
          I am happy to ask questions when there is something I do not understand or a specific task is unclear, it is an opportunity to get feedback from my manager and determine what I need, to do a better job, a few of my strong points are teamwork and working individually, I have good communication skills, written and verbal,  I have completed an online leadership self-assessment test of which my score was over 50 which calculating the following results. Gap analysis. Appendix 2. The following was the outcome of the gap analysis,
         “If your grand total score is 50 or above, this indicates you see yourself as having many of the skills and tendencies necessary to succeed in a leadership role. This may mean that a leadership role (formal or informal) appeals to you”.   

[bookmark: _Toc36139533]Transferable Skills
Transferable skills are those one develops as we progress through employment, some that are learned in one job, can then be used in another role.
     Problem solving, communication and teamwork are all examples, we also use most of these skills in day to day life. There are many attributes associated with the term transferable skills for example, Enthusiasm, Creativity, Dedication and much more. As an administrative assistant reading writing and good communication is an essential part of the daily work. To be able to effectively communicate with colleagues and customers be it face to face, or over the telephone.
      From the standpoint of the Dictionary for Business, the concept competence defines a group of abilities/skills/commitment, knowledge and related skills that allow a person (or an organization) to act effectively regarding their job (exclusively for personal level) or into a certain situation. Competence indicates enough (from the quantitative perspective) or at a sufficient high level (from qualitative perspective) to some knowledge and skills that allow to a certain person to enable and act in a wide range of situations. Since each level of responsibility has its own requirements, the competence issue may occur at any time of that person's life and at any stage of his career.  (Local Civil Servants Skills Analysis. 2013)
      We view 21st century skills as knowledge that can be transferred or applied in new situations. Transferable knowledge includes content knowledge in a domain and knowledge of how, why and when to apply this knowledge to answer questions and solve problems. (Centre for Education. et al 2012 p.2.2).








[bookmark: _Toc36139534]Time management
On a normal working day, if I do not work to a schedule I fail to make my daily target which can cause stress and anxiety, there are always questions as to how to manage my time to work more effectively and efficiently. The secret to achieving success in life is effectively managing this resource that everyone possesses equally and paying enough emphasis to planning (literature, languages and linguistics (2015) p.66).
 An example of time management was tested where I am employed which consisted of the principle where once the daily target was met colleagues were allowed to leave for the day, to enable staff to balance their work and personal commitments (flexible working) but not everyone could manage their time and so the scheme was cancelled. It worked well for me, but some took advantage of the situation.  
[bookmark: _Toc36139535]           Time management is the discipline of controlling your life through your use of the 168 hours that are available to you every week. Managing that time will force you to be explicit about what you value in your professional and personal life and will help you allocate your efforts accordingly. Mastering time management will help you balance the many pressures on your time and achieve your goals. (Luecke, R, 2005).





[bookmark: _Toc36139536]Delegation
     Effective delegation is productive in both personal and working life, at home I delegate, without much success, I am forever asking my husband to do certain jobs around the home within a limited time, but they do not get done and so delegation is not very effective for me in that particular situation. 
     At work it is a different outcome, I frequently seek information which I am not equipped to execute and so I need to ask a supervisor to confirm the data for me and within a timeline. I firstly verify the information I have and ensure the person I am communicating with understands the task.

          Your organization needs delegation; if you’re doing all the work, what does that mean for your team? Delegating is an opportunity to develop individuals so your collective strength increases. It’s a way to collaboratively energize your organization and spark inspiration.  Fedders 2019.
          Therefor I have established that delegation is already part of my daily work, however I need to practice better delegation at home.


[bookmark: _Toc36139537]Interpersonal Communication Skills
When receiving my one to one with my manager I asked her to list some of the interpersonal skills she thinks I possess, these are a few,
           I am an active listener, I work well within a team and individually, I am responsible, dependable, I have patience and good communication skills. For the managerial position I want, these are important characteristics to perform the job efficiently and professionally.
          Each day, we perform one of the most ancient of all behaviours: interpersonal communication. We head off to work and greet people on the bus, in the office, in the carpool, or on the street. We talk to our roommates and discuss last night’s party over breakfast. Or we wake up and soon find ourselves in the middle of a heated exchange with a family member about dirty dishes. Although each of these situations differs, they all underscore the pervasiveness on interpersonal communication in our lives.( West. R. Turner. H. 2008).

[bookmark: _Toc36139538]Conclusion
The purpose of this paper is to evaluate what I want to do, how to get where I want to be and what I need to do to get there. At the start of this paper I was unsure if I had enough knowledge and confidence to complete, friends and family assured me I could complete the paper which gave me the encouragement to carry on.
            I was surprised how much I was enjoying the course as it is the first time I have ever attempted any kind of learning in this environment, in my  self-evaluation I mentioned I left school with no qualifications and I am the more mature student, it has given me a little confidence to prove to myself that I can do a better job than the one I am currently in. The experience of searching for information is both interesting and taxing, especially when one constantly encounters obstacles which are unrelenting, academic writing is one of my weak points, however I did encounter works by “Peter Drucker”, who’s style of writing I find easier to understand. 
Drucker believed that managers should, above all else, be leaders. Rather than setting strict hours and discouraging innovation, he opted for a more flexible, collaborative approach. He placed high importance on decentralization, knowledge work, management by objectives (MBO) and a process called SMART. Specific, Measurable, Achievable, Realistic and Timely. Business News Daily.com. 
     In order to make organizational objectives organization-wide, it is important that these are translated to employee level. For efficiency reasons, Peter Drucker used the SMART Goals acronym SMART (Specific, Measurable, Acceptable, Realistic and Time-bound). Appendix 3. The element Acceptable is crucial in management by objectives as this is about agreement on the objectives between the employees and the organization. The management by objectives principle does not allow management to determine the objectives by themselves. According to management by objectives, objectives should be clearly recognizable at all levels and everyone should know what their responsibilities are in this. Communication is also an important item for consideration when it comes to expectations, feedback and to giving rewards for objectives that have been achieved. (Mulder. P. 2010).
“We do not learn, and what we call learning is only a process of recollection”.  (Plato.www.brainyquote.com)
             It has made me think about the skills I already have and use every day and what I can achieve with practise, then to restructure them to a managerial level, my ideal job would be to run my own cake decorating business but due to the lack of funds at the present time I am in full time employment.
I practice all of the skills discussed in this paper almost every working day, I know I need to work on them and build confidence in using delegation and problem solving, furthermore I will try to organize more, set myself milestones and communicate effectively. 
“Education is what remains after one has forgotten what one has learned in school.                      (Albert Einstein.www.brainyquote.com).
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Kathleen Price
	[bookmark: _Toc36139541]Objective
	Administration officer at DVLA Swansea


	[bookmark: _Toc36139542]Experience
	2004-2012
	Wickes Building Supplies
	Swansea

	
	
	
	


	
	[bookmark: _Toc36139543]Customer Service assistant/ banking clerk
· Serving customers on tills, arranging refunds, answering customers queries.
· Arranging deliveries in store and over the telephone, stock taking.  
· Counting previous days takings making ready for secure collection.


	
	20012-present
	DVLA 
	Swansea


	
	[bookmark: _Toc36139544]Administration Assistant
· Processing various applications from public applying for driving license’s, v5c’s, distributing work to colleagues, work as part of a team and as an individual, complete a daily target.
I enjoy working in an office environment and get on well with my colleagues, I am enthusiastic and have an excellent attendance record.
I am punctual and can take and give instruction when needed.




	[bookmark: _Toc36139545]Education
	1973-1978
	Cefn Hengoed Comprehensive
	Swansea


	
	



	[bookmark: _Toc36139546]Interests
	I am currently taking a course on “Employability skills” which will further my understanding of a higher management position, I enjoy cake decorating in my spare time and spending time with my family.

	[bookmark: _Toc36139547]References
	References are available on request.
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[bookmark: _Toc36063788]Introduction 
     I decided to take this course to improve my prospects of a better paid job, with higher education is becoming much more accessible with funding from the government and industry. The idea of higher education stipulates a freeing of the mind, but also looks beyond to bringing about a new level of self-empowerment in the individual student. (Barnett, 1997)
 I believe I work in an intergenerational workplace with my colleagues being of varied ages, come from different backgrounds and some from different countries. When attending interviews in the past I have always been apprehensive of my age as I started my working career in later life after bringing up my family.
     However undeniably developing skills and suitability for the workplace is essential at any age.
As access to learning has never been easier thanks to the internet, online learning is particularly beneficial as I am given the tools to work with and can work at my own pace, I can also ask for help whenever it is needed.
I have had to allocate my study time into my work and home life, which at times has been challenging, with the birth of a new granddaughter and especially now with all the restrictions due to the coronavirus.
      I have been using the internet for research, mostly journals, books, newspapers and web pages, I have visited a few local libraries but have been unsuccessful in finding anything which is useful for my research. I have also attended a few classes of which I found beneficial to understanding some of the components of the course. I have written this paper based on Gibbs reflective cycle. (Gibbs 1988). I have compiled a personal development plan. Appendix 2.





[bookmark: _Toc36063789]Feelings
The prospect of returning to education after such a long time, (41 years), was quite daunting the thought of essay writing and taking all that information in was somewhat scary at first, when attending my first class I was apprehensive about thinking I might be the oldest student in the class, but was surprised to see there were more mature students present, so that eased my concern considerably.
     The books, journals and reports which I have read is not the usual reading matter I read, quite a lot of the literature was confusing, and found it quite hard to understand.
However I mentioned in my first paper, works I have read by Peter Drucker, who was a leader in the development of management education, and invented the concept known as management by objectives, who believes we must stay mentally alert and engaged. Which means knowing how and when to change the work we do. (Drucker, 2008) At times I found difficulty concentrating on the task in hand. 
     I am questioning if I have written this paper correctly or incorrectly, I fear it’s the latter, as academic writing is something I have never attempted before, however I am sure that with practice I shall improve and become more knowledgeable with time, as many first class writers, Sir Winston Churchill is but one for example-do poorly at school, the explanation is that writers do not, as a rule learn by reading and listening, they learn by writing.(Drucker, 2008).
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[bookmark: _Toc36063790]Evaluation
      Taking this course has given me the opportunity to think about and improve on the wider range of skills which are needed, enabling me to improve my working position, I now realise there is a much wider range of skills, some which I was quite unaware of, for example, listening which is a natural skill that everyone possesses.
      I have enjoyed the online research, there is so much suitable information to be found and also a lot of unsuitable material, as computers never make mistakes one expects to get accurate information from them,(Mrs Abhyankar, 2014) but I have found there are some web sites and articles which needs some research as to which information is accurate.
     I found the university online library very confusing from the very beginning, searching for titles is perplexing even when you filter out all the sections you don’t need only to still find multiple choices which many are physical books in libraries, when I did manage to find an online book I would be informed that the whole book was unavailable and only a preview of the book was visible, I did find a website by the name of (openlibrary.org), which is easy to browse with over 15000 textbooks to borrow, it has a link to the “internet archive” which has so much more information 
      I am anxious about the writing, this is the first time I have attempted anything like this in a very long time and to be quite honest I do not have much faith in myself at the moment, I am looking forward to completing the next module as I now have a small concept of what is required. I did find the classes both informative and enjoyable, things became much clearer after attending a class, although the online research is something I prefer. 
      This method of learning applies Collis and Moonen’s (2001), definition of blended learning, i.e., “a hybrid of traditional face to face learning and online study so that learning takes place both online and in the classroom.”.( Rovai, A. P. and Jordan, H. 2004). Appendix 1.
      
         






[bookmark: _Toc36063791]Analysis
     One of the biggest obstacles I have encountered has been the referencing, the books, journals and web pages I have read has been time consuming and sometimes I find I am reading things twice over just to make certain its credible for the reference I want.   
     I have found Refworks absolutely essential for creating a bibliography for my assignments, which is quite straightforward to use although I discovered a web page, (Learn how to use Refworks), I have also used cite this for me to generate the correct reference, Google books was used for most of my references, I was able to get the isbn number which was much more straightforward than trying to calculate the references myself.
     Online searching went well although it did take a large amount of time, I also found the classes informative, all learning is now based online and I am worried that this is having an effect on my learning journey, having my work assessed will be essential to determine the status of my knowledge, skills and capabilities.
     However, educators worldwide are witnessing a change in thinking concerning online learning, teaching and assessment resources, (Gibson, David & Coleman Kathryn & Irving, Leah 2016). Hopefully in the near future we shall all be able to attend classes again.
     

[bookmark: _Toc36063792]Conclusion
      In the last few weeks I have been working on this module I have an understanding of the way students learn and compose a module on employability skills, I am able to research information online, source credible facts from both online and physical libraries, which occasionally has been frustrating being unable to find the information I am searching for. I have assessed whether information is credible by using the craap test to evaluate if a website, article and other sources are reliable. Appendix 2.
     I have a better understanding of how referencing should be applied when writing a module, and the refworks site has been a great help for arranging my references.   











     This module has been beneficial to me as I have learned a few things I didn’t think was necessary to the work I wanted to do, I am already familiar with most of the skills discussed in the module and I do require to practise some of the skills further. Before working on this module, I did not have any knowledge of most of the requirements needed to complete the task.
     I was unaware of how to reference, and also the different types of referencing, I am using the Harvard referencing handbook which I found essential for my work, although I have found referencing quite bewildering. 
     Another essential step is reading books and journals in the online library, I found the university library perplexing when searching for material which I could utilise, I found it would generate thousands of titles even when I applied filters to meet the requirements of my search enquiry, although I have discovered other sources for my research, i.e. open library which although it maintains mostly older works the range of information covers miscellaneous categories, books, videos, journals and software among others. I have learned about Google books and scholar, which before starting this module I did not know anything about and had no reason to use them. I need to ask more questions and clarify information which is something I know I lack, I enjoy working in a team but am a little too quiet or so I have been told, I do feel more comfortable with people I have got to know, I also need to manage my time more productively and set aside regular portions of the day for study.
     When attending the classes I was advised which sources to use for research, which ones are credible and some that are not reliable for accurate information as some are edited by any person, I have also made use of the Microsoft academic website which I found informative. 
     When I started this course my personal and work life was very different to the way it is now, with the current situation everything from work to daily life is uncertain and unsure if things are going to change or return to normal, hopefully life will return to the way it was and I can continue to learn and use the knowledge I have to complete all the modules and improve with each one I accomplish.  In the future I know I have a lot more to learn, I want to learn more and do well in my assignments and look forward to completing all the modules for this course.
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Do: Make sure
your goal is

trackable.

Don't: Hide
behind
buzzwords like,
“brand
engagement,”
or, “social
influence.”

Do: Be honest
with yourself- you
know what you
and your team

are capable of.

Don’t: Forget any
hurdles you may
have to
overcome.

Do: Give
yourself a
deadline.

Don’t: Keep
pushing
towards a goal
you might hit,
“some day.”
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Personal Development Plan

Name: Kathleen Price Date: March 2020
Objectives Success criteria Actions Implementation
What do | want to be able to do

or do better?

How will | recognise success?
How will | review and measure my
improvement?

What methods will | use to achieve
my learning objectives?

How will | practise and apply what | learn?

To gain confidence when
communicating verbally
with colleagues.

With regular one to one
meetings with my
manager.

Review my progress each
month with my manager
and respond to feedback.

| will reflect on the feedback
i recieve and act accordingly.

To improve my accuracy
and daily target.

To check targets weekly
and identify obstacles.

Make extra checks on
my work.

Set thirty minutes for
checking work.

Actively contribute to
team activities.

Recieve feedback from
colleagues and managers.

Attend regular meetings
and contribute my ideas.

Evaluate the feedback i
recieve from both managers
and colleagues.
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